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LMS Job Aid: Approve a Registration Request 
 
The purpose of this job aid is to show you how to approve a request for registration in a course offering. 

1. Receive e-mail notification regarding registration request in Outlook.  Take note of the name of the 
employee requesting the registration and the name of the course offering being requested. 
 

 
2. Log into the LMS. 

3. Select Team Dashboard from the Go To: roles drop-down list in the top right corner of the screen 

 
 

  

Select Team 
Dashboard 
from the Go To: 
drop- down box 

IMPORTANT NOTE: 
The e-mail notification 
messages from the 
LMS are generated 
automatically.  
Therefore, DO NOT 
reply to these e-mails. 
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4. Click the Needs Approval link for the employee who requested the registration. 

 
 

5. Click the Approve link for the requested enrollment. 

 
 
 

  

Click the Needs Approval link 

Click the Approve link 
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6. When the Enrollments screen returns, it is now empty.  Click the Team Dashboard tab. 

 
 

7. Note that the Needs Approval link seen in step number 4 no longer appears. 

 
 

### END OF PROCEDURE ### 

Click the Team 
Dashboard tab 


